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RECORDS RETENTION SCHEDULE
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STATE OF CALIFORNIA — DEPARTMENT OF GENERAL SERVICES

STATE RECORDS PROGRAM

Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. 2" Fl., W. Sacramento, CA 95605.
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A CalRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by email at CalRIM@dgs.ca.gov
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ADMINISTRATIVE BRANCH

(5) ADDRESS
505 VAN NESS AVENU

E, SAN FRANCISCO, CA 94102

CHECK THE APPROPRIATE BOX

(6) New schedule of records that have never been scheduled. [Complete boxes (9) - (12)]
(7 D Revising a previous schedule. [Complete boxes (13) —(18)] (A new approval number will be assigned.)
(8) D Amending some pages of a previous schedule. [Complete boxes (13) - (16)] (The original approval number will remain in effect.)

NEW SCHEDULE (9) SCHEDULE NUMBER (10) SCHEDULE DATE (11) NUMBER OF PAGES (12) CUBIC FEET (Total Schedule)
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As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on this records retention schedule, | certify that all records listed are necessary and that
each retention period is correct. For revisions, all items on the previous schedule are included or accounted for on the recapitulation. Vital records identified by this schedule are protected. If
protectlon is not currently provided but plans are underway, the details of such plans are shown in Column 45, Remarks.
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In accorﬁce with Government Code 14755 approval of this Records Retention Schedule by the Department of General Services is hereby requested. Retentlon periods shown have been es/tabhsh{ad in
accordance with the criteria set forth by Section 1667 of the State Administrative Manual.
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PART Ill - ARCHIVAL SELECTION (Per GoVernment Code Section 14755)
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(32).

THE ATTACHED RECORDS RETENTION SCHEDULE:

(31) l:l Contains no material subject to further review by the California State Archives

s Contains material subject to archival review. Items stamped "NOTIFY ARCHIVES" may not be destroyed without clearance
by the California State Archives. (Per Section 1671 of the State Administrative Manual.)
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